
 

Quick Reference     ServiceNow Approval Request  
 

ServiceNow Approval Requests are defined for all tasks and allow users or groups to be associated with a task for the 
purpose of either approving or rejecting that task.  

• The Approval Request is sent to the appropriate approver or group via email.  
o The Approver or Approval Group is determined by what is being requested.  
o The Approval Group is comprised of individuals who were selected when the request was submitted.  
o The other most common recipient of the approval is the listed “Requested For” Manager (Listed in body 

of email and is a field on the actual request.) 
• Approvals are sent for: Change Requests, Access, Software, Equipment, and for other specific items. 

Approval Request Procedure 
1. The requested item is submitted. 

2. The system sends an email to the Approver or  
Approval Group requesting approval or rejection of  
the request (Figure 1). Do not select Reply or Reply 
to all. 

3. Approve or reject the request. 

If you choose… Result… 
Click here to approve 
RITM… 

• Email opens with “approve” 
notification in the Subject line 
(Figure 2). 

• Comments field allows the 
approver to add any special 
notes about the request. 

• The request process 
continues. 

Click here to reject 
RITM… 

• Email opens with “reject” 
notification in the Subject line 
(Figure 3.). 

• Comments field allows the 
approver to add any special 
notes about the request. 

• The request is closed. 

4. Choose Send to update the request and complete the 
process. 

• If the approval request has not been processed after 
2 days, a new approval request will be sent by the 
system.  

• The resent approval request will continue to be sent 
through day 14 or until processed. 

• If after 14 days of inactivity on the approval request, 
the request will be rejected and closed. 

• The “requested for” will be notified with the following 
statement in the Comments field: 

“System rejected request due to approval inactivity” 

Comments or suggestions about this document may be 
sent by email to:  DTC_IT_ServiceNow 

Approval Request Email 

 
Figure 1. Approval Request Example 

Approved Email Notification  

 
Figure 2. Approved Email Notification Example 

Rejected Email Notification 

 
Figure 3. Rejected Email Notification Example 
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